


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Recreation Specialist (Youth
Activities) POSITION NUMBER 01-0135
JOB SERIES: 0188 PAY LEVEL: NF-3 Summary of Duties:
Coordinates a comprehensive program of social, cultural, athletic, and recreational activities for youths up to 18
years. Program areas include, but are not limited to, little leagues, special interest clubs, dance, cultural arts,
instructional classes, special events, outdoor activities, camps and clinics. Coordinates joint community programs
with schools, other military bases, local agencies, private and public non-profit groups, etc. Recruits, motivates, and
supervises volunteers. May train and conduct certification program of coaches. Resolves complaints from patrons
and parents and solicits feedback to improve quality of service provided. Evaluates programs. Collects information
regarding actual and potential participant recreational interests and needs, and makes recommendations for
improvement.
Arranges for supplies and equipment necessary to support youth programs. Insures proper internal controls are
maintained to protect property, equipment, supplies, income, records, etc. Responsible for scheduling assigned
facilities. Ensures facilities are safe, well-maintained, and prepared for play. Transports and/or supervises occasional
scheduled field trips. Publicizes activities to ensure maximum participation. Coordinates program efforts with
managers of other recreation functions. Provides information for budget planning, based on historical data.
Performs other related duties as assigned.
Minimum Qualifications:
A minimum of three years experience that demonstrates a working knowledge of the assigned program. A college
degree from an accredited college/university in related field may be submitted for two years of experience.
Incumbent must attain a CPR Certificate within 120 days of employment and must possess a valid driver's license.
National and state background checks are required for positions that involves working with youth program.


